State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 1480-5157-001 50028317 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DFM/Flood Maintenance Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Noel Lerner Principal Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
SCM 5/22/12

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under direct supervision of a Principal Engineer W.R., a Staff Services Analyst is responsible for
assisting with budget preparation, expenditure tracking, contract preparation, and related fiscal
management for the Flood Maintenance Office. The duties require research and precise responses
utilizing terminology unique to the Division of Flood Management and the Department of Water
Resources. Assignments are broadly outlined and may have short time lines.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, and predictable attendance, and exercise good judgment. This position requires the
incumbent to reason logically and creatively, and work independently with only minimal
supervision; utilize a variety of analytical techniques to resolve complex governmental and
managerial problems; develop and evaluate alternatives; analyze data and present ideas and
information effectively, both orally and in writing; consult with and advise Program Managers or
others on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation
of those contacted during the course of work; review and edit written reports; and establish and
maintain project priorities. The specific duties are:

35% Provide support by working with the Office, Branch, and Section Chiefs to track, report, and control
expenditures, encumbrances, and balances associated with organizational and program cost
centers, including work breakdown structures and internal orders, within the SAP environment.
Identify and reconcile any discrepancies. Establish, open, and close cost objects as needed to
manage funds. Prepare project and program expenditure reports obtained from SAP for project
and program managersand documentation for audit purposes. Research, develop, and improve the
methods for creating funds management reports within SAP.

SUPERVISOR'’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'S NAME (Print) SUPERVISOR'S SIGNATURE DATE
>
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'’S SIGNATURE DATE
>
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30% Assist in budget preparation within the SAP environment for both organizational and fund centers
within the Flood Maintenance Office by working with the Maintenance Support Branch, Sutter and
Sacramento Yards, Division Administrative staff, Section Chiefs, and the Department's Budget and
Accounting Offices. Analyze completed budget schedules and supporting documents for assigned
programs to assure procedural compliance with the requirements of DWR, Department of Finance,
and the State Legislature.

20% Assist the Office, Branch, and Section Chiefs with preparation and management of various
contracts with federal and State Resource Agencies to support collaborative efforts and Resource
Agency permitting and University of California, Davis to assist with project studies. Analyze
invoices submitted by venders to support contract payments and review work performed under the
contract with project managers to ensure contract compliance. Prepare documentation for
program managers used for authorizing payments.

10% Prepare monthly and year-to-date reports summarizing program and project expenditures from
fund center data obtained from SAP; project remaining fiscal year expenditures, and prepare
reports with estimated funds remaining and end of fiscal year. Review reports with program and
project managers and coordinate correction of improper charges.

5% Coordinate and monitor annual Appraisal and Development (A&D) process for accuracy, approvals

and funding availability. Provide timely compliance report in response to DWR’s Annual A&D
Process.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.
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35%
	activity: POSITION SUMMARY

Under direct supervision of a Principal Engineer W.R., a Staff Services Analyst is responsible for assisting with budget preparation, expenditure tracking, contract preparation, and related fiscal management for the Flood Maintenance Office.  The duties require research and precise responses utilizing terminology unique to the Division of Flood Management and the Department of Water Resources.  Assignments are broadly outlined and may have short time lines.  

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance, and exercise good judgment.  This position requires the incumbent to reason logically and creatively, and work independently with only minimal supervision; utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively, both orally and in writing; consult with and advise Program Managers or others on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; review and edit written reports; and establish and maintain project priorities.  The specific duties are:

Provide support by working with the Office, Branch, and Section Chiefs to track, report, and control expenditures, encumbrances, and balances associated with organizational and program cost centers, including work breakdown structures and internal orders, within the SAP environment.  Identify and reconcile any discrepancies.  Establish, open, and close cost objects as needed to manage funds.  Prepare project and program expenditure reports obtained from SAP for project and program managersand documentation for audit purposes.  Research, develop, and improve the methods for creating funds management reports within SAP.  
	classification: Staff Services Analyst (General)
	appointee: Vacant
	dwr position number: 1480-5157-001
	sap personnel no: 
	sap position number: 50028317
	division: DFM/Flood Maintenance Office
	mcr: 1
	percent 2: 30%
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5%

	activity2: Assist in budget preparation within the SAP environment for both organizational and fund centers within the Flood Maintenance Office by working with the Maintenance Support Branch, Sutter and Sacramento Yards, Division Administrative staff, Section Chiefs, and the Department's Budget and Accounting Offices.  Analyze completed budget schedules and supporting documents for assigned programs to assure procedural compliance with the requirements of DWR, Department of Finance, and the State Legislature.

Assist the Office, Branch, and Section Chiefs with preparation and management of various contracts with federal and State Resource Agencies to support collaborative efforts and Resource Agency permitting and University of California, Davis to assist with project studies.  Analyze invoices submitted by venders to support contract payments and review work performed under the contract with project managers to ensure contract compliance.  Prepare documentation for program managers used for authorizing payments.

Prepare monthly and year-to-date reports summarizing program and project expenditures from fund center data obtained from SAP; project remaining fiscal year expenditures, and prepare reports with estimated funds remaining and end of fiscal year.  Review reports with program and project managers and coordinate correction of improper charges.

Coordinate and monitor annual Appraisal and Development (A&D) process for accuracy, approvals and funding availability.  Provide timely compliance report in response to DWR’s Annual A&D Process.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
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	employee name: 


